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Academic Promotion

Administration Procedures
Academic Promotions - Administration Procedures
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Module 1 - Planning 

Academic Promotions is a highly administrative process that spans a calendar year.  Good planning early in the year is the key to ensuring a hassle free process.  Planning for academic promotion will normally start in January / February each year.

Committee Membership

Division Promotion to Senior Lecturer (Classification C) Committee - Divisional Committee

The promotion committee consists of:

· Pro Vice Chancellor of Division as Chair

· one senior academic nominated by the Vice Chancellor, a term of two years

· one academic staff member appointed by Division Board, a term of two years

· two members of academic staff from the Division at Level C or above, elected by academic staff from the Division, a term of two years

· one student member of Division Board

Division Promotion to Lecturer B Committee - Divisional Committee

The promotion committee consists of:

· Pro Vice Chancellor of Division as Chair

· one senior academic nominated by the Pro Vice Chancellor of Division, a term of two years

· one academic staff member appointed by Division Board, a term of two years

· one member of academic staff from the Division at level B or above, elected by academic staff from the Division, a term of two years

· one student member of Division Board

The Executive Officer is in attendance for both committees but do not have voting rights.  The Executive Officer will assume the role of Human Resource representative.

Appointment or election of committee members

The processes of appointment or election of committee members should be arranged such that half of the committee members are appointed or elected for one year only to avoid subsequent situations in which most or all two year appointments expire in the same year.  At any future time when an imbalance of current experience exists, the Vice Chancellor may with consultation vary the term of individual members for a period of up to one year.

Appointment requests and elections should normally be carried out in February or early March to allow time for the committee members to attend training and to schedule meetings with all members.

Appointment of a senior academic nominated by the Vice Chancellor/Pro Vice Chancellor

A memo should be sent to the Vice Chancellor or Pro Vice Chancellor requesting they nominate a senior academic staff member to the relevant committee.  The Vice Chancellor or Pro Vice Chancellor will contact the nominee directly to inform them of their nomination to the committee.  The Executive Officer will be notified of the nominee.

Appointment of an academic staff member appointed by Division Board.

A memo should be sent to the Executive Officer of the divisional board requesting their nomination.  The nominee is contacted by the divisional board’s Executive Officer to inform them of their appointment.

Election of academic staff from the Division

The Executive Officer for each committee is responsible for the election of committee members.  The process to elect committee members is a similar process to other elections held within the University.  This process is contained within the University Statutes available on the web site at: - http://www.unisa.edu.au/policies/act/statutes.asp. The process for academic promotion committees may have the following exception to the process: -


Section 2.a.iii states a period of not less than 21 days prior to election the people eligible for voting should be notified.  As the election is divisional and not University wide it is reasonable to shorten this time to a minimum of 7 days.

A suggested election process that is in line with the statutes and custom and practice in the University is as follows:

a) The Executive Officer will generally take the role of Returning Officer and will arrange for two staff to undertake the role of scrutineer.

b) An email is sent to all academic staff in the division calling for nominations.  This email should have a standard nomination form attached.

c) If a ballot is required (ie. more than the required number of candidates for each position) an election process will be undertaken.  This will require a ballot paper, instructions and two envelopes to be sent to electors.

d) The order that nominees are presented on the ballot paper will be determined by lot; the Returning Officer drawing names with scrutineers present.

e) Standard ballot papers will be forwarded to all academics eligible to vote.  Eligible academics are those employed at 0.4 FTE or greater.

f) A preference system for determining successful candidates will be used and is described in the statutes (link above).

g) Successful candidates will be contacted by telephone and all candidates will be sent written notification of the outcome by mail.

h) All academic staff in the division will be notified of successful candidates by email.

Examples of the nomination notification e-mail, the nomination form and the ballot papers and instructions are available on the templates link for this module.

Election of a student member of Division Board

A memo should be sent to the Executive Officer of the divisional board requesting their nomination. The nominee is contacted by the divisional board’s Executive Officer to inform them of their appointment.

Organising the Meetings 

The Executive Officer ensures the following procedures are complete:

· The availability of the Chair and current committee members should be ascertained earlier in the year.  Meeting times should be scheduled around the key members (eg – the Committee Chair).

· Based on availability of all committee members, schedule meetings that are suitable for all to attend.

· A suitable room should be booked for the meetings.  There is quite a lot of paperwork so therefore a large workspace for each committee member is needed.  An example of a suitable room is the council room at Level 2, 160 Currie Street, Adelaide.  Rooms are booked through Campus Services.

· Plan the arrangements for the catering of all meetings. The actual catering orders should be made closer to the time of the meetings, but it is advisable to plan when the catering arrangements must happen.  

· Tea, filtered coffee and biscuits should be arranged through the local Café or cafeteria. 

· It is wise to check with the committee for any special arrangements for the lunch menu, e.g. – vegetarians etc.  This can be done via email when confirming addresses.

· The Chair and Committee members should be advised of dates and venues for meeting, via email.  This would normally be organised through their Assistants/Secretaries.

· In late March an all-staff email calling for applications will be sent by the Central HR Unit.  This email will tell the applicant where to send applications, Executive Officer’s contact details, details about the information sessions and where to obtain more information.

NOTE

Booking Promotion Committee Meetings

Classification B – 1 day

Classification C – 1 ½ Days (additional day only if necessary) 

Contacting Committee Members

· Ensure the correct contact details of committee members.  Home address, contact numbers and personal titles (ie – Professor/Dr/Mr/Ms etc) for staff can be obtained via UniSAinfo.  External members information will need to be obtained from them (or their secretaries) directly.

· All correspondence sent to committee members should be marked confidential and sent via a courier.  No documentation, with regards to academic promotion, should be sent through the internal University mail system or Australia Post.

Information Sessions

Information sessions are held for academic staff interested in applying for promotion.  These sessions are held after the call for applications, generally during April and May.  The Central HR unit coordinates the information sessions. A panel of promotion experts presents the sessions and gives an overview to all potential applicants of the guidelines and procedures for academic promotion.

A women only information session is provided by the Organisational Learning Development team which has an affirmative action focus.

It is recommended that the Executive Officer attend an information session (sessions will be held at each campus).   This provides applicants an opportunity to ask questions regarding the process and gives the Executive Officer an overview of the academic side of the process. 

Module 2 – Processing Applications

An organised process is essential to handle the large amount of paperwork that is associated with applications.

The following administrative process will assist committee members in their deliberations and also assist the Executive Officer by tracking all applications for potential discussions with applicants.

Receipt of applications

The Executive Officer must ensure the following processes are complete.  Using the administration application checklist will assist in this process.

· The promotion applications must meet the specifications outlined in the guidelines and application coversheet. It is important that these details are adhered to.  Applications are returned to the applicant if they do not meet the correct specifications.  This should be done as soon as practical to allow the applicant time to resubmit their application prior to the due date.

· On receipt of the applications a record containing the details below should be kept.  It is useful to keep a record in a word or excel document so it can be used for letter mail merges.

· Applicant’s name.

· Preferred contact address.

· Work address.

· PVC name and contact details.

· Head of School/Director of Unit/Director of Institute name and contact details.

· Names of referees.

· A letter and evaluation form should be sent to each applicant acknowledging receipt of his or her application.

· 'Referee Reports' are the responsibility of the applicant to obtain. Generally these will arrive after the application is received but prior to the closing date.  The application coversheet will indicate the referee letters to expect.  If the referee letters have not arrived by the cut off date, the applicants should be advised that their referee reports have not been received.

· The ‘PVC/Head of School/Director Institute/Director of Regional Engagement and Dean Whyalla’ is the responsibility of the Executive Officer to obtain.  The Executive Officer forwards a copy of the application with a request letter to the Head of School and Coversheet for signature included.  The Head of School must return the report and application within four weeks of closing date.  The Head of School will provide the applicant with a copy of the report at a meeting which must be held within three weeks of applications closing.  If the applicant choose to respond to the Head of School report, the written response must be forwarded (with the required cover sheet signed) to the Executive Officer within four weeks of the closing date (ie. Applicants have approximately one week to respond to the Head of School report).  If the Head of School report has not arrived by week three a reminder should be sent.

Please Note - Applicants can amend their application up until the 1st committee meeting (short-listing).  Please refer to the Promotion Guidelines and Procedures for conditions.

Preparing applications and papers for committee

Each committee member needs to receive a copy of relevant papers and applications.  It is recommended that the papers and applications should be contained within a two-ring, lever arch folder for ease of use and to assist the committee members in their deliberations.

The applications should be sent to the committee members a minimum of two weeks prior to the first shortlisting meeting.  Judgement should be made as to the time required based on the applications received, eg - 2 weeks may be fine if there are only 5 to 10 applications, but 4 weeks may be needed if there are over 20 applications.

There is standard of presentation of applications so the following processes should be adhered to for consistency.

· Draft agenda to be prepared for consideration by the Chair. 

· A reminder email should be sent to the Committee members advising all of meeting details.  

· Prepare criteria grids (Research Only have a separate grid).  These list all the applicants in a table format against the criteria for the committee to use in their assessment.  The criteria grid will be used by the Executive Officer to record the committee’s deliberations and outcomes.

· Prepare folders for committee papers.  The folders include the following inserts:

· List of committee members names and their category on the Committee,

· Meeting dates and venues (if more than one),

· Agenda,

· Procedures, Guidelines and policies for Promotion,

· Equal Opportunity Information for Applicants Applying for Academic Promotion,

· Equal Opportunity Information for members on Academic Promotions Panels,

· Academic/Research Only Classification Standards, 

· Criteria grid/s (separate for Academic and Research Only), and

· Promotion applications (each with a committee coversheet).

Applications

Please note - The amount of paper contained in the applications can be overwhelming; using coloured paper and named separation tags in between sections may help the committee members identify and quickly move between the documents.

· Applications should be first sorted into ‘Academic’ and ‘Research only’ sections and then alphabetically within each section.

· An application coversheet should be prepared for each applicant. The details on the cover sheet will include: -

· name and institution details of all referees, Head of School

· indication of whether references and Head of School report are attached or not, 

· details of any action taken, if references have not been received.

The coversheet includes a section for the committee member to make notes on their deliberation about each application.

· Photocopy and collate referee and Head of School reports (attach the reports to the coversheet in the order they appear on the coversheet).

· The general papers, criteria grids, procedures and guidelines etc, should be placed at the front of the folders separated by tags. The applications should be placed in the folder behind the relevant applications notice. The applicant’s CV, Referee reports and Head of School report are attached to the back of each application.  
· As a contingency, an extra set of papers should be prepared.  This is in case one of the committee members cannot gain access to their copy of the papers.

· The folder should be sent to each committee member by external courier or hand delivered to the preferred location, i.e. home or work etc.  All packages must be marked Confidential and cannot be sent through the internal University mail system.

· Any referee reports or Head of School reports that arrive after the application folders are sent to the committee should be forwarded to committee (by courier or personally) prior to the meeting if possible. The Executive Officer may also table them at the short-listing meeting.  Updated coversheets should be prepared and sent along with the reports.

Module 3 – Meetings and Deliberations

Shortlisting meetings allow committee members to voice their support or concern over applications.  The committee will come to consensus at the end of the deliberation process ensuring a fair and consistent approach for all applications.

Absent committee members

In the event that a committee member is unable to attend the committee meeting the Chair should be notified prior to the commencement of the meeting.  If the committee member is unable to attend all designated meetings the Chair may decide to replace the member using appropriate selection method if there is enough time to do so.  Appeals can be made only on process so therefore if the committee member is not replaced the process is not compromised as long as the correct selection of the member was adhered.

Shortlisting Meeting - Process and Criteria Training/Review

During the meeting or at the beginning of the shortlisting the Chair will: -

· Introduce the Committee members,

· Outline the responsibility of the Committee and the reporting process,

· Clarify the selection criteria and the expectations of the committee members through the process. New members can ask questions of the Chair to gain a clear understanding of the process,

· Outline the appeals process, and

· Outline what information has been made available to applicants, ie information sessions etc.

· The committee will formally agree to the process and will nominate members to provide feedback to unsuccessful candidates generally 2 members of the committee will give feedback.  Dates for the feedback sessions can be set at this meeting if the committee members are able to access their schedules, alternatively the Executive Officer will arrange a suitable time for the members providing feedback.  Please refer to Module 5 - Unsuccessful Applications for details on the feedback sessions.

Please note – The Chair will be involved in the feedback session and at least one other member of the committee (preferable a committee member of the opposite sex). 

Application Deliberations
Committee members will discuss an applicant’s suitability for promotion based on how well they meet the relevant skill base and performance criteria.  If all committee members agree that the candidate meets all criteria there will be no further discussion and it will be noted by the Executive Officer in the minutes as “Recommended for Promotion”.  If committee members disagree that the applicant is suitable for promotion, there will be discussion until consensus.  If the applicant is deemed unsuccessful notes should be taken for feedback by the members who will be providing feedback and the Executive Officer notes in the minutes that the applicant is “Not Recommended for Promotion”.

The promotion committee does not promote the applicant rather they recommend the applicant for promotion, based on their application, to the Vice Chancellor who will approve the appointment.

Processes explained at meetings

· The Chair will explain the policies and documents included with the applications and outline the procedures and process for shortlisting.  The Chair will also explain the selection criteria and any other information that is relevant.

· The Executive Officer may outline contents of papers sent to the committee and discuss any additional information received.

· As a contingency there should be a spare copy of applications and papers brought to the meeting.
· Outstanding or additional referee and Head of School reports can be tabled at the meeting to ensure no candidate is disadvantaged (the Chair should be consulted as to when the best time is to table additional information).
· Minutes of meeting are the responsibility of the Executive Officer.  The notes should be clear and precise, and include details of all decisions. Minutes should identify the criteria not met.  The Executive Officer may read the names of those recommended for promotion at the completion of the shortlisting meeting to ensure accuracy.  
· As the minutes notes are often brief it is wise for the members involved in the feedback sessions to keep additional notes on the unsuccessful candidates. The Chair should mention this at the beginning of the meeting.  The Chair may request that the Executive Officer take additional notes for feedback sessions, this will be made clear prior to deliberation.
Following each meeting

· All documentation from the promotion meetings should be treated, as strictly confidential and surplus material should be disposed of in the appropriate manner (i.e. – confidential waste bin or shredding).

· Prepare the draft minutes of meeting and send to Chair.  The Chair may make alterations prior to approving the minutes.  Once approved the Executive Officer will distribute the minutes to the rest of the committee.

· There may be ‘follow-up’ tasks for the Executive Officer as requested by the Committee and Chair prior to the commencement of a second meeting.  Such items may include: -

· Additional ranking grids for committee members, if requested;

· Additional information from experts in a specific discipline if this expertise is absent from the committee; or

· Clarification on any other matter prior to completion of the process.

· If further Committee meetings are required the following items should be distributed by confidential courier to committee members prior to the additional meeting: - 

· agenda for the meeting;

· finalised notes from previous meetings; and

· information gathered from any follow up work.

Module 4 – Notification & Approval

Approval of Promotion

Once the promotions committees have made their recommendations, approval must be sought from the Vice Chancellor and Academic Board.

Report to VC and Chair: Academic Board 

· Prepare a report of the promotions round to go to the Vice Chancellor and Chair: Academic Board.  Obtain approval from the Chair of the promotions committee prior to forwarding to Central HR with 2 copies of successful application for Vice Chancellor and Chair: Academic Board approval.

· Advice will be received from Vice Chancellor and Chair: Academic Board of approval.  If the report is not fully endorsed the Chair of the promotions committee will be notified and the course of action to be taken will be clearly articulated by the Vice Chancellor or Chair: Academic Board when it is returned.  If the report is not supported it is usually based on process.  The report will be amended on advice from the Chair of the promotions committee and resent to the Vice Chancellor and Chair: Academic Board

· Send a copy of the report, once approved by the Vice Chancellor and Chair: Academic Board, to the Executive Officer of Academic Board for noting.  The report should not go to Academic Board until all candidates have been advised.  

Letters to Applicants

· Prior to the letters being prepared make sure to check the applicant’s title on application and the HR information system (for example the applicants to level B and C may have been awarded a PhD since lodgement of application).

· The letters to applicants should be prepared for the Director Human Resource’s signature prior to council approval.  The letters should be ready to go out to successful/unsuccessful applicants as soon as notification of final approval is received.  This is to reduce the risk of an academic staff member hearing the outcome prior to being formally notified.

· The current classification and level of the applicant should be checked on UniSAinfo.  Not all promotions will start on level one of the promoted classification.  If the employee is acting in a higher position (eg – a level B acting as a Program Director) then the level they are promoted to should reflect their current Higher Duties Allowance (HDA).   The HDA may also influence increment date; these details should be checked on UniSAinfo and included in the letter.

· All letters must be sent to all applicants at the same time. A list of all successful applicants and a copy of their letter is sent to payroll to update the employee’s record and on their personnel file.  

· Each letter should contain the date of approval for promotion agreed to by the Vice Chancellor and Chair Academic Board or Council.

Reporting the outcomes of the promotions round

· Where appropriate prepare a memo to each Head of School and Director of Regional Engagement and Dean Whyalla outlining successful and unsuccessful applicants in their School.

· Prepare a memo to Senior Management Group detailing all successful applicants.

· All memos must contain the date of approval for promotion agreed to by the Vice Chancellor and Chair Academic Board

· University wide notification will normally happen in late January to early February from the Vice Chancellors office.  The Pro Vice Chancellor may notify their division prior to the University notice.  Heads of School may also notify their school of successful applicants.
Update successful applicants HR details

Remuneration and Workforce Strategy: Payroll will perform the following actions.

· The employee’s positions will be updated to reflect their new Classification.  The employee’s level will be checked to ensure the staff member’s salary does not decrease (ie – if they are currently on HDA) payroll will notify the relevant HR Officer if a change is necessary.

· The employee’s increment date will be changed to reflect the promotion date, once again checking for any variances that may be caused by the employee working in a higher level position.

· The position title will also be updated to reflect the promoted classification, eg – Lecturer to Senior Lecturer or Senior Lecturer to Associate Professor etc.

· In the case of employees being promoted to Associate Professor or Professor, the employee’s personal title will also be changed to reflect the employee’s new title (eg – Dr to AsPro).

· A list of all promoted employees will be sent to the University Telephone Help desk to update the staff directory.  The list will include the following: -

· Employee’s Name

· New Personal Title

· New Position Title

· An email will be sent to Division HR Coordinators and Contacts to advise them when the changes are complete and the list has been sent to update the directory.

Statistics

· A report should be prepared for the Human Resources Unit to provide statistically information on the promotions round, on spreadsheet or via email to the Team Leader: HR Services. 

· The report will provide detail (by male/female) of the number of applications received, how many were successful and how many were unsuccessful (Figure 1).

· The report will also provide statistical information on the make up of the Promotion Committees including the number of males and females by policy categories, who were appointed to the committee and the number of males and females elected (Figure 2).
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Module 5 – Unsuccessful Applications

Feedback sessions 

· Feedback sessions will be scheduled prior to the end of the year for level B & C candidates.  These sessions give unsuccessful applicants the opportunity to discuss why their applications were unsuccessful with representatives of the committee members.  The Executive Officer is not required at the feedback sessions.

· Executive Officers of the committee will arrange the feedback sessions.  The same procedures as arranging the shortlisting meetings should be followed.  Allow for about 1 day for each committee’s feedback sessions (this will be dependant on the number of unsuccessful applications from each committee).

· If the committee members are unable to agree on an appropriate date for the feedback session, the Executive Officer will negotiate dates with the relevant parties after the meeting.

· All unsuccessful candidates will be notified about the feedback sessions in their promotions letter.

· The Executive Officers should finalise feedback sessions by confirming the dates set.  Once the dates are confirmed, all other arrangements such as booking the venue (or confirmation of a previously booked venue) and arranging catering (if appropriate), can be complete as per previous procedures.

· The Executive Officer should discuss the feedback schedule with the Chair of the committee prior to arranging times (for example – the Chair may only want to see a small number of applicants per day or they may want ½ hour in between bookings etc). Unsuccessful applicants will contact the Executive Officer to book a time during the day for feedback.  A list of all applicants seeking feedback and the times allocated should be complied and sent to the committee member representative’s.  

· Feedback sessions should have been arranged at the first shortlisting meeting, but as a guide they will be 1 – 1 ½ day sessions with ½ to ¾ hour feedback times for each candidate.

· The feedback nominees should be contacted to ensure that they have the appropriate papers, as follows: – 

· applications, 

· committee minutes and feedback notes (if appropriate) of the meetings.  

If required, a replacement copy of the relevant applications and papers should be sent (via courier) to the committee members providing feedback.

Handling Applications, Papers and Other Documentation

· Hold a copy of all unsuccessful applications and papers until all applicants have had the opportunity to received feedback.  In the event of an appeal all documentation is available.

· All copies of unsuccessful applications and all referee reports should be disposed of, in a confidential manner, when promotion proceedings are fully complete.

· Original, successful, applications should be placed on the employee’s personnel file.

· Forward all original, unsuccessful, applications to the candidate for their information.

· The only information that should be kept by the Executive Officer is the committee minutes and all reports.

Appeals

· All appeals should be lodged within 30 days of receiving notification of being unsuccessful. Applicants can seek extensions from Council or negotiate directly with the feedback members for an extension.  Executive Officers should encourage applicants to speak directly with the Chair of the promotions committee prior to lodging a formal appeal.

· Appeals will be in line with policy HR - 6.3 Staff Appeals.  This policy is available on the HR web page, www.unisa.edu.au/hrm/ or at the following web address http://www.unisa.edu.au/policies/policies/hr/HR06.asp 
· The committee may need to reconvene to discuss the outcomes of the appeals processes.  Arrangements for these meetings should be made in line with the procedures for all meetings within this process.
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